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Enter your CIIS User Name and Password and click the “Log In” button. 

 

Note: The user name is not case sensitive, though the system will auto-

convert it to all caps. The password is case sensitive. Password criteria 

will be discussed later in the training. 

Enter the CIIS URL/website address in your Internet browser: 

https://ciis.state.co.us/ciis  

 

Tip: Set the CIIS website as a Favorite and/or create a 

shortcut to your desktop.  
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If you forgot 

your password, 

click here to 

reset it. 



 You will notice that CIIS uses several 

different icons throughout the system. To 

find out what these mean, just hover your 

pointer over the icon.   
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 Search 

 Demographics  

 Local ID’s 

 Programs 

 Notes 

 Precautions/Contraindications 

 Events 

 Duplicates 
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 Searching for Patients 

 It may take some time to adjust to doing effective searches: 

○ Provide enough search criteria so that the number of  
patient records returned is manageable. 

○ Don’t put in so much criteria that an opportunity to find an 
existing patient record is missed. 

 For example: 

○ Entering a very limited search criteria could return 100’s or 
1000’s of  patient records. 

○ Entering a very narrow search criteria, e.g. full first and last 
name plus a DOB could omit the record you’re looking for if 
there is a typo or a last name change. 

 A compromise would be to search by a specific ID (Unique 
CIIS ID, Local ID), by the first few letters of the first name 
and DOB, or by the first few letters of the first and last 
name (with the DOB as necessary to limit results). 
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Help Icon 

Step 1: Click the “Search” option located 

in the Patients submenu to bring up the 

Patient Search screen. 
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Step 2: Enter your 

search criteria and click 

the “Search” button. 

Note: The “Previous Criteria” button allows 

you to pull up the last patient you searched 

for without re-entering the criteria. 
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Step 1: Click the 

radio button to select 

your patient. 

Step 2: Click the gray button that corresponds to the screen you wish to view. 
 

Note: You must initially click one of the gray buttons to “activate” your patient in the system. After 

this, you may then use the links in the menu to navigate between screens for your selected patient.  

      – Audit Information 

      – Precautions/                  

_ __Contraindications exist 

      – Notes exist for patient 

      – Opt-Out patient 

 

      

8 



You will be able to see that they have 

opted-out, but will not be able to work 

with the patient’s record. 

If the patient you are searching for comes up in the search 

results as an Opt-Out, this indicates they chose not to have their 

immunization information entered into CIIS.  

Opt-Out Icon 
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Printable immunization records and certificates 

are located at the top and bottom of  the screen.  

Click on the certificate you want to print or save.  
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Once on the Reports/Forms screen, you 

can click on the links below  to view the 

document or run the report.  Reports can 

also be printed or saved to your computer. 

To run reports 

and view forms, 

click on the 

Reports/Forms 

link.                  
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Step 2: To change your password, 

complete the information in the Edit 

box and click on “Update.” 

Step 1:  From the Settings module, you can 

change your password or update the 

responses to your password questions.  

Note: Be sure your 

new password meets 

these requirements. 


